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This handbook offers guidelines to communit y- colleges^ 
interested in, the formation 'of ad*visoty committees- to the humanities. 
It begins by out lining ' the purposed and functions of such groups. It y - 
then ^m^h^sizes the importance of faculty and administrative support' 
for advisory* -.committees arid suggests evidence that can be presented 
to promote this support- After £eve.ra%l examples are cit€d of ways, in 
vhi<?h lay advisory committees have, been initiated at community 
colleges, the paper identifies several components of effective 
planning efforts and. discusses the functions of a planning group made* 
up cf concerned faculty and administrators. Next r the selection, 
characteristics, membership rotation, and size of the -advisory 
tommittee ate discus sed r and the roles and: functions cf .'key, .committee 
members are examined", including the chairperson, secretary/ and * 1 ■ 
.community college, repteseritat ive. ^The next sections of the guide . 

^suggest questions that should be addressed as the 'committee 
estaVlishes'its annual' program of work* and recommend possible 

•Committee activities in the-areaS of^ student recruitment, follow-up, V 
and continuation; instruction ; insttuctor quality; and community 
outreach. Next, guidelines are presented for conducting effective 
committee meetings and criteria are recommended for evaluating the 
meetings. In conclusion, the paper^recommends additional bases for 
ip&qitfq the effectiveness 'of advisory dbmmitteesu Sample agendas an4 
a lis*t of additional/resources are appended. (AYC) . 
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What is an advisory committee?^l(^;are its 
responsibilities? Who are # 1fe^nrt1tj^tS^>«ow does~ 
it function and for what purposes? / v f? % . . 

Whatever it is called-Citizercs' Humanities*' 
Advisory Group, Advisory Comrrittee for "the HumanVties, ' 
or«Lay Advisory Cornnittee—an advisory grpup ^provides' 
the college with a valuable cornnunity" resource. 

An advisory'cornirittee is composed' of a num- 
ber of persons, who, as the name suggests, advise 

5 i— > , " ' ! 

*The humanities include anthropology* art, cultural 
geography, ethnic studies, foreign languages, history, ■ 
law/government, liberal arts, literature, music, phi- 
losophy, religious studies, social studies, and " 
theater/film. > 
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another agency, division/or institution 01S pertinent 
issues--for example, trends in/a discipline- or profes- 
sion-, course offerings, or community interests: This 
type of committee has becbme almost a tradition in 
'secondary schools and two-year colleges that offer " 
vocational/technical programs. However, the notjon of 
an advisory committee to the humanities is relatively 
new, and some of the objectives and purposes of such a 
group differ from those of an advisory committee for a 
vocational/technical* program. , * 
— — " N This handbook offers guidelines \to help in 
the formation of an advisory ^committee .to the humani*- 
ties. By outlining possible benefits and potential 
pitfalls, it should be useful to college'practition- 
ers, administrators, and members of the community* 
Background materials were obtained from the California 
State Department of Education, the Washington State 
Cpuncil on Vocational Education, the ERIC Clearing- 
house for Junior Colleges at UCLA," the Center for the 
Study of Communfty Colleges, and personal communica- 
tions from individuals who have formed advisory commit 

tees. A list of contact persons who are knowledgeable 

• — * 
about such committees is appended. 

PURPOSES AND -RESPONSIBILITIES 

An advisory committee* to the humanities 
''brings in people from the community to help the col - 
6 lege maintain an^active and vital program. The com- 
mittee provides information, advic£, and visibility 
for the program. An advisory committee can gather 
information on trends in- humanities education on the 
local, state, and national levels, aid. in keeping 



the humanities program Current, offer reactions to ; 
policies from the points of, view of persons outside the 
college, .and makVMnformation available to the ptiblic 
regarding special events or programs. Since an advisory 
committee stands outside legislative and administrative 
bodies, 0 its often fresh and energetic voice can be help- 
ful to a humanities program. Frequently, an advisory^ 
committee could help place humanUies students and grad- 
uates in occupations that would use their skills. 

Because education for young people and adults 
requires the 'cooperative 'effort of the college and the 
community, educators must; understand the needs of both 
students and members of ttie community. The conmittee 
members, often prominent citizens, can help bridge the 
gap betwee'n "town and gown," and integrate educational . 
efforts with communi,tyofferings and opportunities,' 
Some members may be in a position to employ- students 
who are completing a community college program or to 
suggest .areas of employment. Others may be able to v 
show. that the arts and humanities can become an in- 
tegral part of life, wh'ether one pursues them as an 
occupation or as an avocational interest*. 

An advisory committee, which can provide 
invaluable information and support to educators who are „ 
developing or operatingxoll'ege programs, may perform 
any or all of the following functions": ✓ 

* Assist educators in formulating goals, objec- 
tives, and activities for their programs. • 
Help students and graduates find jobs; 
Assist faculty members in relating instruction 

to the* needs of the community. 
Help develop and Implement public information 



programs. 

Assess the 4 adequacy and appropriateness of fa- 
cilities, 'equipment, and teaching materials/ 
Assist in ^developing community, surveys related 

to "the humanities. 
Advise ip developing and using cooperative ' % 

education training plans and agreements; 
Recommend criteria to use in evaluating programs 
Promote the humanities as an essential part of 
1 i f e. v - 

SUPPORT 

Support on >the part of faculty and administra 
tive staffs is essential if the advisory committee is to 
succeed. Faculty opposition to the formation of * com- 
mittee .can defeat its functioning even if top-level -ad^ 
ministrators mandate the committee's existence. To 
secure faculty support a process must be developed to " 
acquaint faculty witKthe Tdea, provide specific appli- 
cations that might be useful locally, and detkil the 
functioning v of a humanities advisory committee. Fac- 
ulty dedicati*6n, inquisitiveness, and expertise will be 
the keys to the acceptance of an advisory committee. 

Specifically, the* faculty can be presented 
with -the evidence of past success and the potential on 
their campus for 'similar benefits. Points that need to 
be mad^ include: * , 

This is not ^ administrative -attempt to coerce 
' faculty; the committee is advisory to the' 
• humanities division through its chairperson. - 
The "committee will not engage in busy work that 
will take up valuable time in already pressed 



^ schedules but rather will bring>iew resources 
and allies to help accomplish worthwhile pro- 
jects. ' 

Possible failure is worth any chance &ken in 
terms of the exciting array~Df constructive 
possibilities that an advisory committee can 
help to advahce. - 
The members of the committee will bring a new 
dimension of contacts, resource^jvinsight, 
and energy to help accomplish the goal of 
^ effective humanities educa-tion on the campus ■ 

and in the community. 

Administrative support is also essential' in 
farming an advisory committee. The positive, benefits 
of such a group must be x explained carefully and con- 
cisely to the appropriate upper-level administrators. 
Support is evidenced "by: 

Official chartering of the humanities advisory 
committee by the B<*ard of Trustees arid the 
President. 

v • 

Having the President issue the invitations to 
prospective members. 
^ Asking administrators to % attend the initial ■ 
'meeting dinner at which^the President gives 
a welcome speech. * * 
• 1 -Using staff development or other fui\ds to help 
"ma^e the*"case for formation of an advisory 
committee among the humanities faculty at: a ' 
retreat or special Workshop, 
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FORMING A HUMANITIES ADVISORY COMMITTEE 

, Efforts to form advisory committees have 



f 

^ occurred in many ways. For example, in Washington State, 
• ^ humanities faculty at Clark College went on a-retreat to 
v/-discuss the status of the humanities. Out of this dis- 
^cussion, the question of forming a lay a'dvfsory commits 
tee was raised. At Shoreline Community' College, a com- 
mittee was formed by two faculty members afteij they • 
attended a workshop on the topic. The Jiumani ties divi- 

* sion chairperson and several, faculty members at Olympic 
Community College attended a .workshop on the topic, then 
returned to their campus to rally support for a committee. 

In the SanaQiego Community College District • 
K of California, a faculty member obtained preliminary 

• approvalVfor an advisory committee from the District 
Executive Council, a group representing various con- 
stituencies ffom the four campuses.* 5 With backing f roto' , 
the Council, she spoke to a number of faculty jnembers, 
obtained their support, then submitted a ? proposal to "the 
District Board of Trustees. 

v After ,a National Endowment for the Humanities 

consultant suggested that the humanities division* at 
Brevard Community C^lege in Florida establish an advi; 
sory group, the divis^pn chairperson me-t with each 

faculty member to explain the purposes and benefits of 

% * 
•such a group and to respond to their concerns. Wh£n a 

majority of faculty members endorsed the idea, tKe hu- 

njanities division met andWoted* to proceed with the plan. 1 

At Sinclair College in' Ohio, the formation of 

an advisory committee was art*-objectiye written into a 

•National Humanities Faculty grarnt. Its inclusion gave 

the concept legitimacy, so faculty were^eager to work 

with' the committee. # V % 

The effectiveness of art advisory committee 
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may be determined by the amount of constructive plan- 
v ning that takes place before^the organization is ac- 
tually formed.^ A group of concerned factflty, acting 
• with the assistance of the dean or president, should 
-jform a planning group. m The planning group should en- 
'list the support of as many'faculty members as pas- 
•sible, infomin^ttrnnN^f the^ommittee's purposes, role, 
and actions that may betaken. , 

% , An initial discussion of the humanities ad- 
visory committee might focus on« the following points: 
The committee members are concerned with the 

humanities." They will br t ing a new dimension 
> of. contacts, resources, insights, and energy 
The committee advises the humanities division 
through its chairperson, who is* often the 
-college representative to the advisory com- 
* mittee. „■ k '! • 

The committee will bring to the humanities 
* div.ijsion new° resources and allies. 
Specifically the pfanning group will: 

Obtain approval| from .the college bbard of trus- 
a ees to form the committee. 
% Select members. 
* % ° Decide whom to invite to the first meeting. 
Schedule d meeting time and place: 
Lnv4te' participants, by mail and^fol low-up 'with 
telephone calls. ' ' - 

* 4 

Arrange for the college president and appropri- 
^ .ate deans to attend. 
4 m Appoint ah interim secretary to record proceed- 
x ings of the firs£ meeting. 

prepare an agenda. ^ 
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THE COMMITTEE MEMBERS 

Members of advisory committees are selected 1 

'from individuals who are outside the education profes- k 
sion and, 'except for the college representative, are 
always outside the host institution. The committee may ' 
include community leaders, museum directors, librarians, 
bank officials, business men and women active in the 
local performing arts, artists, and musicians, directors 
of radip and television stations, and professionals 
committed to the arts. 

Persons appointed to an advisory, committee 
for the humanities should b£ familiar with the communi- 
ty, visible, and aware' of the capabilities, image,*and 
philosophy of the college. In addition, members should 
be interested in at least one facet of the humanities-- 
either through their vocation or through ^vocational 
pursuits. Community members should be involved in conn 
muntty projects; people who are doers are likely to be 
active committee members. They 'must have time to attend 
Meetings and participate in j)rojectsV Candidates should 

• also ,be civic-minded and have a cooperative spirit. 

Provision for rotation of members of advisory 

' committees .should be made in t.he committee! s guidelines. 

r-Qne popular notation Tnetho^d tails for repjacing one- " 
third of the advisory committee each year. Thus, when 
the committee is first formed, one- third will be grven 

f m 

one-year appointments, one-third two-ye5r appointments, 
and one.-third three-year appointments. This method pro- 
vides f<^r both Continuing and new members v each year. 
Another approach, is to choose initially a group to serve 
for three years and in the second year to add new mem- 
. bers as needed. . , 



- * -The^tze of the advisory committee will be 
determined by the strength and si?e*of the humanities 
program, whether the college is'atrtonomous or part .of 
a multicampus system, whether the community college- is* 
rural or urban, and the size of the host community. * 
Committee members "should include the chairperson, sec- 
retary, college representative, and selected members of 
the^community. , , • • . 



ThS Clfatrperson * 

— * ^ "The principal function of -the qh^irperson, 
who is, elected by the committee, is'to preside at all 
> committee meetings. Faculty members should work closely 
J together, through the committee's college representative', 
in determining issues to be discussed in the meetings, ; 

* > "To a large extent, the manner in which the 
chairperson conducts meetings will determine the effec- 
tiveness of the cdmpiittee. The chairperson will dele- 
gate many duties to the seqretary or other members of 
the committee, but the chairperson is still responsible 
for the following functions: 

Prepare a suitable agenda. 
• Provjde background information as. necessary. 
Preside at-meet1ngs. 

Establish meetings dates and notify the commit- 
tee members. 

. — - 4 « 

In1tiate*action based on decisions made at 

meetings, 
.Provide reports as required. 
Maintain necessary personal contacts with members. 
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The* Secretary H 

The advisory committee secretary should have 
a close working relationship with the other members. 
This. person should; . ' 

Understand the college humanities offerings and 
be aware of the relative importance of issues 
' and objectives., 

Be able to -explain thfc* pfocffcams and courses, to " 
others. , \ 

< «Be sensitive to others' points of view. 

Be able to organize detailed material into'a a 

meaningful wholes 
Have a facility for writing. t 
Be able to motivate college^administrators or 
faculty members .to provide nee&ssary Infor- 
> mation for the commi1itee^s*ifdrR.^i -„ 

> The secretary may be elected # 6y^ tffeJ:ommittee 
*from among its membership*.. In view o£ th,e dons tdef able . 
routine, time-consuming work entailed in this position,,' . 
it is recommended that some person working* for the coir- : 
lege be chosen for this office. 'Since few membejjf of 
tHe committee will have sufficient ^time for this re* 
sponsibility without pay, the institution might compen- 
sate the representative for performing such functions, 
perhaps by assigning released tjme. 

The secretary is responsible for the pr^para- 
. tion and mailing of announcements, .minutes, and other 
information relevant to committee members, college per- 
sonnel, and others who must be kept informed of committee 
activities. The importance of accurate and neatly pre- 
pared reports and letters should not be "minimized; the 
timeliness of announcements and feedb%k following 
meetings is equally important. 

.14 



Minutes and other records of advisory commj- 
tee activities should be fiWd at the college. Jhese 
should be available for review b^authorized personnel 
for five years. - 

The College Representative 

The community college representative is the 
liaison between tfte advisory committee and the college 
and should 'be involved* with the humanities and eager to 
promote them. The college representative should be 
. willing to meet at a time best suited to the -committee. 

Since an advisory committee to the; humanities 
•serves a department of* several closel>*elated divisions, 
the department or division heab usually becomes the col-" 
lege representative. Instructors other than the official 
college representative meet with advisory coimiittees when 
v committee members ne>ed to consult wi.th them about specif- 
ics of their courses and departments., Coirmittees usually 
invite instructqrs on^a rotational basis ifl order to fa- 
cilitate theif work and allow for full discussion. In- 
structors only attend meetings *in order to elaborate on" 
their courses f provide information not, generally avai Ta- 
bleland primarily to receive*-- not to give--advice. 

The college representative should strive to 
maintain- </ood lines of communication between the advi- 
sory committee' 'and faculty members. It is the chair- 
persons responsibility to make sure that after each ' 
meeting instructors are gi\oen a report of the activities 
of the advisory committee; The representative shpuld 
also familiarize committee members with the functions 
and objectives of the humanities programs and courses 
within it. It is unrealistic to expect neiw members^ 



to be acquainted with the philosophy of the college or 
to possess extensive knowledge of the educational pro-. 

• grams with which they will* be involved. Some advisory 
committees to vocational programs have been handicapped 
♦because school or college .authorities, not recognizing 
the necessity of having^an Informed group, made no plans 
for orientation. Therefore, committee members were 
sometimes unable to appreciate the methods the institu- 
tion' used in 'achieving its objectives or to interpret ' 
the program to the, public 

The college representative should work with 
the chairperson- to ensure thait the advisory committee 
acts as an*advising rather than an' administrative agfcnt. 
The advisory committee ^functions shoi/ld be fully uti- 
lized in such actions as suggesting~the initiation of 

\ new programs or altering existing ones. To besfuti- - 
lize the advtce and assistance of the qommittee, such 

\ changes sh6uld be presented with facts .pertinent to the 
nevfor changed programs** College representatives should 
not set tdo many objectives for f the advisory committee 

• or allow the committee to .deviate too far from them. 
They-^hould avo'id using*privileged information for their 

0 own benefit or profit, and they should, heed the' commit- 
tee's recommendation. If the proposals are rejected by 
the college, the representative should offer reasons for 
the action taken. 



A FUNCTIONING ADVISORY COMMITTEE 

An advisory committee does nonfunction ef- 
fectively unless Its members are motivated and guided. 
The committee must know whatsit is to do, why a par- 
ticular task must be accomplished, when the task is to 



ive^ 
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be completed, and/ for its pwrf satisfaction; how well* 
it performed its fue&ti^ns.* Jh\s cannot happen unless . 
thefe is cooperation between the .college representative 
and* the advisory commf.ttee chairperson. 

^Designing an annual program of work fo,r the • 
advisory comrifrttee, therefore, musft be a joint effort.. 
Proper planning by and guidance- from college personnel 
can eliminate .many of the frustrations that have caused 
.some vocational education advisory Committees "to fold. 
College personnel must rememb/r that committee members 
are~>Contributing their time and present only those Issues 
refevant to the purposes of 'the. committee. « 

x Planning- normally begins with, a responsible 
central administrator; generally the college represen- 
tative. By listing program needs,- certain' areas of con- 
cern can be identified and brought .to the attention of ' 
the committee. In recommending activities,, specific 
go*ls and objectives musi be stated, strategies for 
their, attainment developed, and <$ome meaps of evalu- 
ation recommended. 'Certain major questions could be 
addressed by 'the committee: 

.What are the characteristics of humanities * « 

students? ' * • j 

• a How can more students be encouraged to enrol/ 

in humanities coursas? 
How could humanities modules b£ developed /for 
v * ^occLrpational courses? / 

' -v Wh r typGS ° f ex ^ racurricular humahftie^of- 
... V" ■ brings can be established by the co/lege? 

How can .the college related to humanities of- 
ferings off campi/s-4f 0 r example,, museums, 

- libraries, concerts? ' • 



•13. 



.ERLC % 



Should humanities courses be developed that 
are specific to the-community~for Example, 
M * the art history of local Indian tribes? 

Are courses offered at convenient times for 
students who also work outside the college? 

Could the committee provide awards for an out- 
standing^ faculty member and outstanding stu- 
dent? 

What are the potentials for internships and jobs 

for students in the community?. 
/Row can the Importance of the humanities in 
everyone's life be emphasized? 

^ * POSSIBLE COMMITTEE. ACTIVITIES 

- Student Recruitment, Follow-up, and Continuation 
Encourage students of all ages to consider 
taking the humanities by having committee 
% members visit high schools, speak at civic 
— clubs, attend career days, or write articles. 

Provide literature concerning the value of hu- 
manities skill's TdF counselors-, parents, teach- 
ers, and students/ 
Recommend procedures to help graduates find 
jobs or admissions to upper-div1s1ori educa- 
tion programs. 
Help establish selection processes for honors 
programs, scholarships, and other special 
awards to students, 
*Help college personnel set up and conduct ef- 
' fectlve follow-up procedures. 
Help establish special programs for students 
. giftecl in the humanities, 

■ ~ n .* 
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Help students and graduates find jobs. 
Aid in exposing students and graduates to 

occupations no't usually considered by 

graduates of humanities programs. 

Instruction* . > 

Review humanities offerings and advise about 
changing conditions and needs in order to 
suggest new curricular directions, modes, 
and additions or deletions of courses. 

Advise about the adequacy and appropriateness of 
facilities, equipment, and instructional mate- 
rials and recommend needed changes. 

Reconmend procedures for implementing and evalu- 
ating cooperative educational training plans 
and agreements and vocational programs in the 
humanities. 

Assess the need for night classes and other means ^ 
of putreach that relate specifically to current' 
community neecls and issues. 

Assist with plans 'to eliminate bias and unfair 
discrimination on the basis of race*, sex, 
sexual orientation, creed, religion, age, handi- 
cap, or national origin.- 

Assist in establishing a library of books, maga- 
zines, and Audiovisual aids germane to the 
humanities and their development. 

Assist teachers in tailoring instruction to the 
* needs of the community. 

Suggest offerings and locations for community 
- " service offerings. • 

Assist 1n keeping the humanities program current. 



Recorrm^rid criteria for evaluating courses and 



. / programs % * 



Instructor Quality : m 

D t efine qualifications for humanities instructors- 

when, operwings occur. : 
Suggest criteria for evaluating instructors. 
Recompend inservice programs to improve instruc- 
- ,tiona4 competence. * 
Assist educators in developing goals, objectives 
aqd activities. 

j 

Communi ty Outreach > . 

Help establish lectures -and other special pro- 
grams to increase visibility and understanding 
of' the humanities 'in.the cQnmunity and to en- 
rich campus life.' ■ * 

Speak fo_r humanities 'programs and concerns at 
college and community meetings; 

Promote the humanities as an essential element 
in the life of every citizen. 

Strengthen community ties by identifying and 
responding to community needs. 

Assist in developing conmunity surveys related 
to the humanities. 
' Help to plan and disseminate information to the 4 

* public about special events* programs, and 
meetings. # 

Reconmeqd vays that the college can stimulate the 
general public' to value humanities education. ' 

Recommend ways in which business, industry, the 
professions, and labor can increase conmunity 
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understanding of the need for humanistic i 
skills and education. [ 

' CONDUCTING EFFECTIVE MEETINGS • 

Effective advisory committee meetings are 
the result of careful planning.^ Al Kcoraml ttee members 
should be made to feel that they are 'part of a team. 
The success of the chairperson will depend soniewhat on 
general knowledge, sensitivity; and the ability to per- - 
celye types of behavior in meejrings th&t lead to fattyre 
or success. The chairperson must anticipate potential 
pitfalls, 'keep the group on track, $nd channel discussion 
toward concrete results". • 

. In laying the foundation for successful advi- 
sory committee meetly, some guidelines may be helpful. 
These pertain to Individual members as-well as to^ the - 
committee as a whole. % _ ' — — — — 

Accentuate the*posit1ve.* * » / 

Aim, for full attendance at meetings by notifying 
% , participants 1n advance. 

• Meet regularly. i 

Always Resent a clearly designed agenda. ■ 
- Provldefeffectlve leadership. - . ' \ 

Provide a comfortable setting ^for me'etings. * 
. Be, certain that procedures are recorded. 
Refrain from setting, oneself up^as final 

* ■ authority. , ' 

Avoid pressuring the group. • - 
■ - Use language that 1s. readily understood. ' 

' Assure. members of confidenttal/ity-of opinions A ' ' 
\ expressed tn meetings.; * 
. / Encourage participation by all members/ . 

^ 17 ♦ 
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EyALUAT I N6 MEETINGS 

"Evaluations of an advisory committee should* 
fol-loft each meeting. Th§ chairperson, secretary, and 
college representative 'could form art* evaluation team of 
convenient size.. - Questions forming a basis for the g^*£\ 
.uate might include: ft ' ^ t 

Was the agenda appropriate? 
Was* the meeting conducted satisfactorily? 
What were the principaj outcomes? 
Did the items -of the agenda evoke interest 'and 
discussion by the committee? * * 
Werevthey understood by all members? 
. ' Were they considered valid, with^fn the com- 
' ' mittee's field of interest, and important? 
____W&s-tbe back-up material sent out in time,, and 
in proper form to orient each member: prior to 
the meeting? ^ * 
Was the meeting room adequate for the meeting? 
Who is acting on suggestions made at Ihe meeting? 
Are the minutes ready 'to be mailed? 
Have all items requiring s pec 1 FT atTelrtffw^"" 
been^identified? 
Who is handling them? 

\\ the college prepared to keep the Commit- 
* ments made to the committee members?' 
Are there. special tasks, reports, or assign- 
ments that call for immediate attention? 
Was the committee qualified to address the ques- 
tions brought before it? 
Did the committee understand the underlying 
problems -before rendering advice or suggest- 
ing a sal ution? . ~ 
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Based, on the way the coimrittee handled^is 
problem, whatlother c611ege problems should « 
be* directed to tt? 
-Should the problems Kave been handled "by an ad- 
visory committee or another college group? 

• r 

CONCLUSION 

■ The effectiveness^ an advisory committee 
^cannot be judged on the basis of a single meeting. The 
influence of an active committee frequently reaches 
•deeply into the community, and its contributions are^not 
always immediately tangible. Consideration should be 
given to such matters as field trips for students and 
faculty- arranged. by committee members, scholarships, job 
placements, curriculum involvement, participation as 
guest lecturers or "speakers jt college events, and the 
many other activities to which many advisory committee 
' members give so generously of their time and expertise. . 

It. is time that the humanities look to new 
modes t of, support. Advisory committees might well supply 
.that support and offer new .avenues for integrating the 
. college with Its community resources.---- 



A P P E {f D I X I - 
SAMPLE AGENDA FOR FIRST MEETING 

The first meeting. must be used to acquaint 
the new committee members bith each other and the col- 
lege. The agenda for the first meeting should include: 
Welcome and remarks by the college. president or 

representative. 
Introduction and short biography of each member. 
Statement of purpose by the college representa- 
tive. - , / 
Documents regarding the pnilosophy. objectives; 
* atnd organizational- structure of the cotTege; 
s unwary* of how the- college is funded; the na- 
ture of .the hmpanities programs, offerings, 
TT'and "a copy of the Lay Advisory Com- 
mittee»to the Humanities: A Handbook .* 
A short business session to select a chairperson 
and a secretary', to, adopt a meeting format, to 
determine terms and replacement methods, and 
to set the date for* the next meeting. 
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APPEND l\X II ' - 
SAMPLE AGENDA FOR SUBSEQUENT MEETINGS 

^Establishing meeting procedures will .mak$ it 
% easy for committee members; faculty members, and others 
to bring an item to the attention^ the committee. The 
format outlined below provides f<jr an open agenda that 
lets members know the status of~each item and the type 
of' action that is expected at future meetings, " 

Welcome by the chairperson and introduction of 
- new members and visitors, 
heading of the nffnutes. 

Approval of the agenda (with additions and de- 
letions from the. floor). 
Presentations and demonstrations* 
y\ "Reports by the chairperson,. standing subcommit- 

- tees, ad hoc committees, college representa- * 
tive, etc. ' 
q \ Finafl action items (those items that wilt be 

. decjfded at tfiis meeting, including any special 

or Emergency items). 
Old business items'discussed before but not yet 

ready for final decision. 
New business. 
Announcements. 
Plan^ for the next meeting* 
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Date: 
'Time: 
Place: ' 
Present: 



APPENDIX III 
' FORMAT FOR' MINUTES 

(College Name) Humanities 
Advisory Committee 
Minutes of Meeting 

k ? 

5* 



Absent: 

t . • 

Docun^rrts Distributed: 
Actions Taken: 

Summary of Discussion: 



Date, Time, and Place for the Next Meeting: 
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APPENDIX IV 

RESOURCES FOR, FURTHER INFORMATION 

*' 

Indivfduals who have worked to form humani- 
ties advisory committees and their colleges are listed 
below. These people may be contacted to discuss thedr 
experiences ; malce suggestions* and describe the problems 
tfiey encountered and the unique benefits their comnlttee 
brought to the humanities on their "campuses. K 

Allen Gates (humanities Division Chairperson-Instructor) 
Clark College 

1800 E. McLouflhUn Blvd.' ^ 
Vancouver, WA 98663 

(206) 694-6521 ' . • 

Dennis Peters '( Philosophy Instructor) 
Shoreline Community College 
161 Greenwood Ave. 

North Seattle, WA 98133 ' - 

(206) 546-4101 . 

Polly Zanetta (Humanities Division Chairperson) 
' Olympic Community College ; - 

16th & Chester 
: Bremerton, WA °9831p ; - 

(206) 478-4551 J * 




.'Dorothy Berger (English Instructor) 
;Sah Diego Mesa College 

7250 Mesa College Drive 

San Dfeflo", CA 92111 

(71,4) 279-2300 

Robert ,Altken (Chairperson) 
Division of Liberal Arts 
Brevard Community College 
0519 Clearlake Road 
COCoa, FL 32922 
1(305) 632-1111 

James Walter (Chairperson, Department of Humanities and 

4 k Foreign Languages) 
Sinclair Community College _ «. 

444 West Third Street 
Dayton, OH 45402 
(513) 226-250q 

Further general 1nformat1ort about advisory conmlttees 
and related research 1s available from: 

The Center for the Study of Community Colleges 
1047 Gayley Avenue, Suite 205. 
Los Angeles, CA 90024 
(213) 208-6088* 



and from 
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The ER-IC Clearinghouse for Junior College- * 
96 Powell Library : 
University of Cal ifornia^Los Angeles 
Los Angeles, CA 90024 
(213) 825-3931 

A 36-minute videotape entitled "Forming and*Using Lay 
Advisory Committees to the Humanities*,' describing their 
formation and initial is^s in the state of Washing-ton 
is available from the ERIC Clearinghouse for Junior; 
Colleges. Please write the Clearinghouse for ordering 
information. . . 



ERJC Clearinghouse for Junior Colleges 
96 Powell Library Building 
University of California > 
Los Angeles. California 90094 

DEC 3 (M981 ■ 

» 

\ ■ ■ 
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